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May 26, 2006 

 
STAFF SERVICES ANALYST 

$2,632-$4,155 
 
This position is located in the Commission’s Mineral Resources Management Division (MRMD) in 
Long Beach. 
 
Under the general direction of the Planning & Development Supervisor, the Staff Services Analyst 
will: 
 
DUTIES AND RESPONSIBILITIES (includes but not limited to): 
 

• Assist in the intake and coordination of (reimbursable) California Environmental Quality Act 
projects and review;   

• Monitor deadlines, correspondence, electronic documentation, database, and project “blog”; 
• Help analyze and review documents, select consultants, assist in the preparation of reports, 

presentations, and calendar items for Commission; 
• Assist in the analysis of Northern California (fee and reimbursable based) gas projects, legal 

documents, drainage, and processing of applications and leases;   
• Prepare and maintain a database of current and lapsed leases, help with quitclaiming lapsed 

leases and Commission deadlines on new lease developments; 
• Help prepare routine calendar items; 
• Maintain the lease database, coordinate with the GIS database; 
• Maintain the MRMD website, graphics as needed; 
• Scan and maintain documents in electronic project folders along with other project documents 

and letters; 
• Assist in preparation of section presentations at industry and internal functions; 
• Help with Commission meeting preparation. 

 
 
 DESIRABLE QUALIFICATIONS: 
 
• Excellent written and oral communication skills; 
• Ability to interact professionally with staff, the public and all levels of industry and government; 
• Willingness to accept responsibility and use mature judgment; 
• Reliability (exemplary work habits and attendance); 
• Ability to work well under pressure and respond to short time frames;  
• Familiarity with personal computers – Microsoft Office Systems, including Powerpoint, Novell 

Groupwise Network Software and Access. 



 
 
POSITION LOCATION: 
 
 200 Oceangate 
 Long Beach, CA 90802 
 
FINAL FILING DATE:  Until Filled 
 
HOW TO APPLY: 
 
 Submit resume & standard State application to: 
 
 California State Lands Commission 
 Personnel Office 
 100 Howe Avenue, Suite 100-South 
 Sacramento, CA  95825 
  
 Telephone:  (916) 574-2503 
 FAX: (916) 574-1915 
 
WHO MAY APPLY: 
 

State employees with transfer eligibility, reinstatement eligibility or employment list eligibility. 
Transfers from surplus agencies or individuals on SROA/Surplus will be given first 
consideration. 
 
State employees with transfer eligibility, reinstatement eligibility or employment list eligibility.  
 
Former State employees with reinstatement eligibility or employment list eligibility. 
 
Non-State employees who have already taken an examination for this job classification and 
have established employment list eligibility. 

 
Applications will be screened and only the most qualified candidates will be scheduled for an 
interview. 


